ADDING OR FINDING A CLIENT OR A HOUSEHOLD
IN WISCONSIN SERVICEPOINT

1. Putinthe FIRST & LAST NAMES of the CLIENT
(Note: Do not fill in any other data element.)

Add as MNew f Search for Existing Client

Last Profile I_SE|ECE

A
First * |Make | II:l Las ffix I:I
SSE

SSN Data - - -
Quality I select _I
g)aBte of Birth | | i gy )
Gender I_ Zelect - ,I
Aot [T Seioot Search Filter ™ Eyoct match?
add / Find Client ) | add As aAnonymous Client
2. Click Add/ Find Client
* - Searchable Field

3. Check to see if there are any matching clients in POSSIBLE MATCHES.

If NO MATCHING CLIENT,

FClientPoint

Possible Matches (refine vour results or aﬁ@s new below)

MName S5 Date of Bi Gender Banned
Mo matching Clients found)
showing 0-0 of O

Then Click “ADD CLIENT WITH THIS INFORMATION”

Search Filter I Eyact Match? icasoft Internet Explorer

| Refine Search Criteria q I: Add Client With This Infarmation
o —

* - Searchable Feld

If THERE IS A MATCHING CLIENT, CLICK ON THE NAME OF THE CLIENT

FClientPoint

Possible Matches (refine vour ufts or add as new below

/‘NEITIE S5# Date of Birth Gender Banned
4wlieve Make D

showing 1-1 of 1




4. You will automatically go to the PROFILE PAGE of CLIENTPOINT, where you should answer
all of the HUD UNIVERSAL DATA ELEMENTS ASSESSMENT questions.

. ® W1 Department of Commerce, Bureau of Housing Aug 10,
ServicePornt So0n

WI Department of Commerce f Madison

Connecting your community.

ClientPaint

Service Transactions

CASE LIORKERS | SECURIT |

RESOLRCEPT

PProfile Case Plans

/

clhi - Believe, Make (# )
Releas '

Client Profile &

[%]

ROT

ENTRWAEXTT

Save Changes | | Exit|

Added to Systemn Aug 10 2005 02:54PM

First |Make |MI|:| Last |E‘-e|ieve | Suffix l:l
ss# N N Y R

SSN Data Quality [-Select- o <

Age

HUD Universal Data Elements E?:

| Zave Changes

Assessment Date 08/10/2005 |02 =|*|07 =||Pm - || Back Date

Items in red are HUD universal data elements.

Date of Birth 2.3 [ |tmmsaddrr) H o

Ethnicity 2.4.1 |. Select - ;I«

Race I- Select - ;I H_
Secondary Race [if provided) |. Select - ;l HG ¢

Gender I_ Select - -.-I H G‘

Is Client U.5. Military ¥eteran? |_ Select - ;l H G‘

Do you have a disability of long duration? 2.7 |_ Select - ~lu o<

Below indicate where the client spent the

night prior to entering your program.

Type of Living Situation 2.8 |_ Select - =l H C—
Length of Stay |- select - -lHG Gr—
Zip Code of Last Permanent Address 2.9 :l HG <
Zip data quality |. Select - ~lHG <<
; e

HUD Universal Data Elements

| Save Changes |

5. Click “SAVE CHANGES’



9.

6. CLICK “ADD THIS CLIENT TO HOUSEHOLD”

NOTE:

Households Containing Make Believe

%clienttu Household § I

e [Ifthe CLIENT is SINGLE, GO TO RELEVANT SERVICE RECORD.
o Ifthe CLIENT isina HOUSEHOLD, CREATE HOUSEHOLD (follow steps below)

Household Type Clients in Household Relationship Date Entered Da
Mo Households found for this client,

Wed Head of Wﬂ

HOUSEHOLD”

Answer the question about who the CLIENT in the HOUSEHOLD, the Click “START NEW

Add Client to Housgehold - (Make Befieve)

Household Type (f stdting new household) |Sing|e Parent j

Head of Househald Tes -

Relationship to Head of Nousehold: -

Date Entered frnm/dddyyyyd

Diate Rermoved I:I frnmAdddyyyyd
(  start NEW Household )| add to EXISTING Housshald || cancel
\

8. Putinthe FIRST & LAST NAMES of the HOUSEHOLD MEMBER
(Note: Do not fill in any other data element.)
Add Clients XHuusehuld . (Makebi‘ue) =

Edit Household Type |

Date Removed

Head of Household
fes

Overview - TXpe: Single Parent, # ClieWts: 1
Mame Relationship Date tered
& P Believe, Make rmother 08/10/2005

Add additional l:Nants to Household
First * [1da | r1 |:| Last * |Believe

| suffix |

ss# * 11 ]
SEM Data [-Select- =]
Quality

M o—dm o~ Ol I L

Search Filter [~ Exact Match?

Click Add/ FindClient

:< Add / Find c|‘ﬁ)
——

ient
/

add &s Anonyrnous Client

* - Segrchahle Fleid

3



10. Check to see if there are any matching clients in POSSIBLE MATCHES.

If NO MATCHING CLIENT,

Add Clients To Household - (Ma-i&ﬂeﬁeue)

Overview - Type: Single Parent, Clients: 1 | Edit Household Type |
NMame Relationship Date Entered Date Remowved Head of Household
& r Believe, Make mother S/102005 Ves

\

Possible Matches (refine vour resufits
Mame S5 Dat
o matching Clients fouNd.

r add a5 rew befow)
T Gender

showing O-0 of O

[

Then Click “ADD CLIENT WITH THIS INFORMATION”

wrasoft Internet Explorer

Search Filker ™ Exact Match?

AbMWo add this client as Mew. (Be sure to look through all the possible matches before

9
D AND -»'/ continuimNgs process, ) Continue with Add ew Client?

| Refing Search Criteria q | Add Client With This Infarmation
N ————

* - Searchable field

If THERE IS A MATCHING CLIENT,

e

1 Edit Household Type

Overview - Type: Single Parent, # Clie

e Entered Date Removed Head of Household
3/10/2005 Tes

Mame Relationship D,

= » Believe, Make rother

r resulfts or add as rew befow)
Date of Birth Gender

refine

Possible Matches
Name
e Believe, Ida

\

showing 1-1 of 1

CLICK ON THE NAME OF THE CLIENT

11. Fill Out “CONTINUE ADDING THE HOUSEHOLD MEMBER”

Add Clients To Household - {Make Belicve)

Overview - Type: Single Parent, # Clients: 1 | Edit Household Type |

Mame Relationship Date Entered Date Removed Head of Household
= » Belisve, Make rmother a5/10/2005 Tes

Continue Adding Household Member

Zlient Believe, Ida

Head of Household Mo -

Relationship to Head of Househaold: -

Date Entered (rmASddsSy vy
Date Removed |:| (rmrnAddS vy y )

| Add Househaold Mermber ‘b | Cancel |

12. Click “ADD HOUSEHOLD MEMBER”



NOTE

e |fthe HOUSEHOLD IS COMPLETE, then (follow steps below)

e Ifthere are MORE CLIENTS IN HOUSEHOLD, then “ADD ADDITIONAL CLIENTS TO
HOUSEHOLD by repeating Steps 8 -12 until Household is complete.

Add Clients To Household - {Make Beficre) el
Ooverview - Type: Single Parent, # Clients: 2 | Edit Househaold Tvpe
Mame Relationship Date Entered Date Removed Head of Household
& m Believe, Ida daughter 08/10/2005 No
& ™ F Believe, Make mother 03/10/2005 Yes

Add Additional Clients to Household

NOTE: For every individual entered into the hold complete Steps 13 - 17

13. Putin the FIRST & LAST NAMES of the CLIENT
(Note: Do not fill in any other data element.)

Add as New f Search for Existing Client

Last Profile I'SElECE

A
- A e r— Y —
SS ¥ -

S5M Drata _Select- -

Quality I _I

Date of Birth | | tren fddfiepypy)

Gender I. Zelect - vI

P [T Select - Search Filter ™ £y act match?

A
/K add / Find Client D| add as Anonyrmous Client
v

14. Click Add/ Find Client LE-Searchable Feid

15. LOOK FOR CLIENT in POSSIBLE MATCHES — (note: if it is not here you made a mistake).

FClientPoint

Possible Matches (refine vour ufts or add as new below

/NEITIE S5# Date of Birth Gender Banned
1%&“8\?3 Make D

showing 1-1 of 1

CLICK ON THE NAME OF THE CLIENT




16. You will automatically go to the PROFILE PAGE of CLIENTPOINT, where you should answer
all of the HUD UNIVERSAL DATA ELEMENTS ASSESSMENT QUESTIONS.
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Connectina vour community.

ClientPoint
MProfile Assessments Case Plans Service Transactions
)|
Client - Believe, Make {(#4049) B |
Release of Infl:l; Mone EN%H %i gjﬁ% EHE;I;‘;;KERE EEE%TY
P
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Client Profile =

Save Changes

Added to Systern Aug 10 2005 02:54FPM

First [Make |MI|:| Last [Believe | suffix |
ss# [ J-[ ][
SSN Data Quality |-Select- -l

HUD Universal Data Elements i?n

Save Changes
Assessment Date n8/10/2005 |[0z =] :[07 =] [eu -] Back Date |
<

Items in red are HUD universal data elements.

Date of Birth 2.3 l:l (rmrndddvppy ) Iﬂ

Ethnicity 2.4.1 [- select - ~lne

Race I- Select - &
Secondary Race (if provided) [- select - =] HP

Gender I select - =] He

Is Client U.S. Military Yeteran? |_ Select - ;I H‘

Do you have a disability of long duration? 2.7 |_ Select - ;I H

Below indicate where the client spent the

night prior to entering your program.

Type of Living Situation 2.8 I- Select - ;Ib
Length of Stay |- select - =ln h

Zip Code of Last Permanent Address 2.9 l:l H c<

Zip data quality |_— Select - - H.q

HUD Universal Data Elements

Save Changes

17. Click “SAVE CHANGES”

NOTE: For every CLIENT IN THE HOUSEHOLD, the HUD UNIVERSAL DATA ELEMENTS
ASSESSMENT should be COMPLETED. When all assessments are completed for everyone in the
household, go to the relevant record of service.




